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PMA  PEOCEDUEE  TRANSMITTAL 


NOTICE 

Seme  PMA  Procedure  Manual  holders  have  not  re- 
numhered  their  PMA  Instructions  to  conform  to  the 
revised  200;  3OO  and  kOO  series.    Continued  ref- 
erence to  instructions  "by  their  old  numbers  is 
causing  some  confusion.    Manual  holders  who  have 
not  done  so  should  renT;mber  PMA  Instructions  im- 
mediately in  conformity  with  Administrative  Notices 
Nos .  100,  10  ;  and  IO8.    Some  changes^  affecting 
the  above  Administrative  Notices,  are  contained 
in  PT  Nos.  154  and  I56. 

NEW  RELEASES 


\3.S.  Of  PAS 


125.6  FINANCIAL  PEPOETING  REQUIREMENTS  UNDER  THE  PESEARCH 

12-2-48  AND  I-ZIARKETING  ACT:    This  procedure  provides  for  the 

preparation. of  a  special  monthly  report  of  obliga- 
,  tions  by  limitations  under  the  Research  and  Market- 

■  -•  -  'Ing.  Act:. funds  and  .a  mid-year  work  project  report. 
These  reports  are  reqjUired  by  the  Administrator, 
Research  and  Marketing  Act,  as  provided  for  in 
his  memorandum  RMA-49-10.    The  procedure  provides 
that  the  report  of  obligations  will  be  prepared 
by  the  Fiscal  Branch.    The  mid -year  work  project 
report  will  be  prepared  by  the  branches  having 
responsibility  for  the  respective  work  projects. 
Distribution:     (A,  B,  Washington  only)  Distribu- 
tion made  separately. 

203.5  POLICY  WITH  RESPECT  TO  OVERCLAIMS  AGAINST  CCC : 

11-24-48  This  Instruction  establishes  the  policy  to  be 

followed  in  assessing  interest  against  over- 
payments resulting  from  intentional  or  unin- 
tentional overclaims  presented  to  CCC  by  con- 
tractors .    It  also  defines  the  policies  to  be 
followed  in  collecting  overpayments  and  otherwise 
protecting  the  interests  of  CCC  in  handling  of 
LTURt' s^ch  matters.    Distribution:    A,  B. 
i 

REVISIONS  AND  CHANGES 


101.2  ADMINISTRATIVE  AUTHORITIES  -  LIVESTOCK  BRANCH: 

Exhlbi-t  A-22  On  page  3  of  this  exhibit,  add  "Boiling  Green, 

10-11-48   Ohio  7/",  under  Sandusky,  Ohio  ?/,  in  column 

' entitled  "Area' of  Responsibility".    Add  ditto 
marks  before  and  after  Boiling  Green  in  columns 
entitled  "Approving  Official"  and  "FI  Area  Office 
la".    Distribution:    A,  B-05,  22,  26,  Field  Only. 
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REVISION  AND  CHANGES  (Continued) 

216.2  ACCCUKTING  FOB  GOVERNMENT  REQUESTS  FOE  TRANS - 

12-19-46  PORTATION:    The  fiscal  offices  will  no  longer 

be  required  to  perform  periodic  audits  of  TR 
records  in  PMA  "branch  and  staff  offices.  These 
periodic  audits  will  hereafter  be  perfcrmed  by 
the  Audit  Branch.    Pages  1  and  2  of  this  instruc- 
tl  -n  have  boen  revisgd  to  reflect  this  change. 
Remove  pages  1  and  2,  dated  12-19-^6  from  the 
manual  and  insert  the  attached  pages  1  and  2. 
dated  12-7-^8,    Distribution:    A  (except  A-3I), 
B. 


*  * 


REMEMBER!!  ; 
PMA  WILL  PAY  EI>1PL0YEES  CASH  FOR  ADOPTED 
EMPLOYEE  SUGGESTIONS   '.  1 
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PROCEDURB 

MANUAL 


U.  S.  DEPARTMENT  OF  AGRICULTURE 
Production  and  Marketing  Administration 


POIJCY  WITH  EESPEGT    TC  0W:CIAIMS  AGAINST  CCC 


I  PURPOSE 

This  instruction  outlines  the  policy  vith  respect  to  collection  of 
Interest  on  overclaims  against  the  CoBunoditj  Credit  Corporation  (here- 
inafter referred  to  as  the  Corporation)  and  preecrites  the  aiethod 
of  determining  and  responsihility  for  handling  claims  believed  to  be 
fraudulent  and  in  making  investigations  and  prosecuting  claimants  who 
make  a  fraudulent  olalm.    This  instruction  applies  only  to  Program 
iFunds  of  the  Corporation  and  not  to  any  Admlnlstri^tive  Funds  ,  res^ari- 
les3  of  the  source . 

II  SCOPE 

A       Unintentional  Overclaims  -  Any  claim  against  the  Cox  porn ci on 
for  services  or  goods  In  an  amount  in  excees  of  the  amount,  due  v}i.l..;;h 
is  clearly  the  result  of  clerical  or  a»ch*nlcai  error  or  becauee  of 
a  misunderstanding  or  misinterpretation  of  contract  provisions  shall 
be  handled  as  an  unintentional  overclaia  in  accordance  with  applicable 
provisions  of  this  instruction. 

B       Intentional  Overclaims  -  Any  claim  against  the  Corpoi-ocion 
for  services  or  goods  vhich  is  based  in  whole  or  in  part;  on  tny 
false,  fictitious  or  fraudulent  statement >  entry,,  affidavit  or 
certification  shall  be  handled  aa  an  intentional  overcl^ilm  In  ac~ 
cordance  with  applicable  provisions  of  this  instruction. 

III  DETER^Q[NATION  OF  OVEBCLAIM 
A       Prior  to  Payment  -  Whenever  an  overclaim  is  dlecoversid 


prior  to  payment 5  the  office  making  the  discovery  shall  determine 
from  the  available  facts  and  information  vAether  the  ovsrclaim  is 
clearly  unintentional  ae  defined  in  Section  II,  A  of  this  instruc- 
tion « 


2       If  it  is  determined  that  the  overclaim  is  not  clearly 
unintentional,  a  memorandum  setting  forth  the  pertinent  facts, 
together  with  any  essential  or  material  information ^  shall  be 
addressed  to  the  Branch  or  PMA  Commodity  Office  having  responsi- 
bility for  the  activity  covered  by  the  claim.    Payment  of  the 
claim  shall  be  withheld  pending  final  determination. 


1       If  it  is  determined  that  the  overclaim  is  clearly  un- 
intentional., necessary  adjustments  ^hall  be  made  before  payments 
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POUCY  WITH  RESPECT  TO  OTEPCIAIMS  AGAINST  CCC 


(III) 

B       Subsequent  to  Payment  -  Whenever  an  overclaim  Is  discovered 
subsequent  to  payment  of  the  claim,  the  office  making  discovery  shall 
determine  from  the  available  facts  and  information  whether  the  over- 
claim vae  unintentional  as  defined  in  Section  11^  A  of  this  instruc- 
tion., 

1  If  it  is  determined  that  the  overclaim  was  clearlj'  un- 
intentional, a  memorand'om  setting  forth  the  pertinent  facts, 
together  vlth  any  essential  or  material  information^  shall  "be 
addressed  to  the  Fiscal  (Fl)  Branch  or  the  PMA  Commodity  Office 
having  fiscal  responsibility  for  the  payment 

2  If  it  is  determined  that,  the  overclaim  vae  not  clearly 
unintentional^  a  memorandum  setting  forth  the  pertinent  facta j 
together  with  any  essential  or  material  information,  shall  be  ad- 
dressed to  the  Branch  or  the  PMA  Commodity  Office  having  reapon- 
sibility  for  the  activity  covered  by  the  claim  for  final  deter- 
mination o 

3  Employees  of  the  Audit  Branch  vho  discover  apparent 
overclaims  in  the  course  of  their  regular  audit  activities  shall 
state  all  essential  facts  relating  thereto  in  the  applicable 
audit  report c 

IV     BRANCH  OR  PMA  COMMODITY  OFFICE  RESPCNSXBIIITy 

A       Each  Branch  or  PMA  Commodity  Office  receiving  information 
regarding  overclaims  not  clearly  unintentional  against  the  Corpora- 
tian  arising  out  of  activities  for  which  it  has  responsibility  shall 
also  be  respoaslble  fors 

1  Promptly  submitting  all  pertinent  facts  to  the  Com- 
pliance and  Investigation  Branch  and  requesting  a  full  and  com- 
plete investigation; 

2  Review  of  the  facts  disclosed  by  the  investigation 
aiad  detenainaticn  of  the  action  to  be  taken; 

a       If  it  is  determined  that  the  facts  do  not  support 
an  intentional  overclaim,  the  file  shall  be  forwarded  to 
the  Fiscal  (FI)  Branch  or  the  PMA  Comm-^dity  Office  having 
responsibility  for  payment  for  correction  of  the  amount 
claimed  on  the  pending  voucher ^  or  for  collection  of  the 
overpayment  in  accordance  with  applicable  provisions  of 
this  instructions 
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(lY  A)  b 

"b       If  it  is  determinsd  that  the  facts  support  an 
Intentional  oYerclaim  or  that  the  facts  create  a  reasonahl© 
douht  as  to  ths  intentions  of  the  claimant^  the  file  shall 
"be  forwarded  to  the-  Office  of  the  Solicitor  for  an  opinion, 
in  accor-dance  with  provisions  of  Section  V  of  this  instruc- 
tion» 

3       Maintaining  adequate  records  of  overclaims  received, 
actions  taken  and  cases  pending,, 

V       LEGAL  ASSISTANCE 

A       Requests  for  Legal  Opinions  -  When  the  Director  of  a  Branch 
or  of  a  PMA  Commodity  Office  requests  a  legal  opinion  or  advice  in 
accordance  vith  the  applicahle  provisions  of  this  Instruction ^  such 
requests  may  he  forwarded  to  the  Office  of  the  Solicitor  or  the  Bogloml 
Attorney „ 

B       Furnj-shing  and  Obtaining  Information  -  The  roeponslhle  Branda 
or  PMA  Commodity  Office  shall  fijirnish  the  Office  of  the  Solicitor  with 
information  and  reports  required  in  prosecution  of  laweuitg  resulting 
from  intentional  overclaims  arising  out  of  activities  under  their 
Jurisdiction^  and  shall  he  responslhle  for  ohtaining  from  the  Office 
of  the  Solicitor  information  concerning  the  status  of  litigation 
matters  and  claims  pending  in  the  Office  of  the  Solicitor. 

YI      ASSESSMENT  OF  IinSEEST 

A       Unintentional.  Overclaims  -  When  it  is  determined  that  an 
overclaim  wag  unintentional,  no  interest  shall  be  aeseesed  on  th9 
amoxmt  of  the  result  overpayment  providing  the  claimant  makes  prompt 
repayment,.    If  the  claimant  refuses  or  ignores  a  demand  for  repay 
ment,  the  case  shall  he  referred  to  the  Office  of  the  Solicitor  for 
filing  of  lawsuit,  in  accordemce  with  the  provisions  of  Section  V  of 
this  Instr-uctiono    In  such  cases  it  is  the  policy  of  the  Corporation 
to  recover  the  maximum  amount  of  interest.    Tliis  policy  has  heen  made 
known  to  the  Office  of  the  Solicitor.    Accordingly^  when  the  case  is 
referred  for  the  filing  of  lawsuit,  interest  at  the  legal  rate  shall 
he  conqputed  from  the  date  the  overclaim  was  paid^  and  the  amount  of 
this  computation  shall  he  included  in  the  amount  recommended  for 
recovery  o 

B       Intentional  Overclaim  -  When  it  is  determined  that  an  over- 
claim was  intentional,  interest  at  the  legal  rate  shall  he  computed 
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fYom  the  date  the  overclaim  vas  paid,  together  with  a  ccmputation  of 
penalties  arA  damages  as  provided  in  applicahle  statutes  (.28  USC  279^ 
28  USC  280^  31  USC  231)  and  the  case  referred  to  the  Office  of  the 
Solicitor  for  filing  of  lawsuit.    The  amount  of  theae  computations 
shall  he  included  in  the  amoimt  recommended  for  recovery     The  Office 
of  the  Solicitor  or  the  Regional  Attorney  shall  be  con;r.:lted  to 
determine  the  applicability  of  sxatutea  dealing  with  pexifilties  and 
damages. 


VII    RESPONSIBILITY  OF  THE  FISCAL  BRANCH  AND  PMA  COI^ODITY  OFFICJ 

The  FI  Branch  or  the  PMA  Commodity  Office  having  fiscal  reepcnelbilit^r 
shall  be  responsible  for  protecting  the  financial  interests  of  the 
Corporation  in  connection  with  overclaims.    Upon  discovery  of  evidence 
of  an  overclaim  or  upon  receipt  of  a  copy  of  a  memorandun  reporting 
an  overclaim,  the  FI  Branch  or  the  PMA  Commodity  Office  shall,  after 
consultation  with  the  Branch  or  PMA  Commodity  Office  having  respon- 
sibility for  the  activity  out  of  which  the  overclaim  arose  and  with 
the  Office  of  the  Solicitor  or  the  Regional  Attorney,  determine  the 
appropriate  method  to  safeguard  the  Corporation  by  means  of 

A       Temporary  Vlthholding  of  Payments  -  Payment  of  the  voucher 
which  includes  the  overclaim.v  and  of  any  other  contracts  or  claims 
pending  may  be  temporarily  withheld  to  an  amount  equal  to  the  over- 
claim, plus  any  interest,  penalties  and  damages,  pending  final  deter- 
mination  regarding  the  indicated  overclaim.    When  payments  are  tempor- 
arily withheld  to  protect  the  interests  of  the  Corporation,  every 
effort  must  be  mad.e  to  arrive  at  a  prompt  determination  of  the  extent 
and  amount  of  the  liability  to  the  Corporation.    When  payment  cf  a 
voucher  is  being  temporarily  withheld,  no  notification  of  such 
action  shall  be  sent  to  the  individual  or  company  concsrried. 

B  Set-off  -  The  amount  of  the  overclaim,  plus  any  interest;, 
penalties  or  damages  may  be  set-off  against  any  amount  owing  to  the 
individual  or  corporation  which  submitted  the  overclaim o 

^       otters  of  Demand  -  When  it  is  determined  that  an  overclaim 
vae  im intentional,  or  that  the  facts  do  not  support  an  Intentional 
overclaim,  and  If  there  is  no  voucher  on  hand  which  may  be  withheld 
from  payment  or  fl*om  which  set-off  may  be  made,  a  letter  of  deraand 
containing  an  explanation  of  the  overclaim  will  be  forwarded  via 
registered  mail  to  the  individual  or  company  which  subsiitted  the 
overclaim  c 
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PMA  216.2 


ACCOUNTING  FOR  GOVEENMENT  REQUESTS  FOR  TRANSPGETATION 


I  GEMI^AL 

A       Purp(?se  -  This  Instruction  pre.9crilDes  the  procedure  for  secur- 
ing Standard  Form  IO3O,  "Govennnent  Request  for  Transportation"  SF-IO3O 
(TR),  or  "books  of  TR's,  and  eetatlishes  appropriate  accountability 
therefor . 

E       Exceptions  -  The  procedure  does  not  apply  to  the  PMA  State 
Office  or  to  the  Hawaiian  and  Caribbean  Areas. 

^       Definitions  -  A  transportation  request  is  an  order  on  the  pre- 
scribed form  for  recognized  transportation  accommodations ,    Travelers  on 
official  business  should  present  such  requests  to  transportation  companies 
in  ejcchange  for  accommodations  where  the  amount  involved  is  one  dollar  or 
more 

II  eesp()nsib:[lities 

A       Administrative  Fiscal  (AF)  Division 

1       1       With  the  exceptions  noted  in  paragraph  I  above ^  the  AF 
Division  in  Washington  shall  obtain  the  supplies  of  TE's  for  PI4A 
and  distribute  books  of  TR's  to  administrative  officers  in  Washington 
and  to  area  AF  divisions  for  subdistribution  in  the  field. 

2  The  AF  divisions  in  Washington  and  field  will  be  respon- 
sible for  maintaining  adequate  master  stock  control  records  of  all 
TR's  distributed  to  branches  and  staff  offices. 

3  The  appropriate  AF  division  will  issue  and  control  the  issuance 
of  TR's  to  travelers  who  are  employees  of  the  i^F  Division  when  such 
travelers  possess  properly  executed  travel  authorizations. 

B       Audit  Branch  Responsibility  -  The  Audit  Branch  shall  be  respon- 
sible for  making  periodic  audits  of  TP  accoimtability  records. 

0       Accountable  Officers 

1       The  following  personnel  are  designated  branch  or  staff  of- 
fice accountable  officers  to  issue  TR's  and  will  request  their  supplies 
from  the  points  indicated? 

Accoimtable  Officers  Requisition  From 

Administrative  Officers  or  employees         Administrative  Fiscal  Division 
designated  by  them,  of  branch  and  Fiscal  Branchy  Washington 

staff  offices,  V/ashington 
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(II  C  1) 

Accountable  Officers  Eegulsltlon  From 

Chiefs  of,  or  employees  designated  by  Area  Administrative  Fiscal 

them,  independent  accounting  field  Division  servicing  the 

offices,  such  as  Cotton  and  Grain  area  in  which  located 

Branches  (PMA  112.2) 

2       Each  accoimtahle  officer  is  liable  for  the  safe  custody  and 
proper  distribution  of  TP's  charged  to  him.    Accountable  officers  shall 
maintain  accountability  records  of  all  TP's  furnished  them  and  such 
records  should  show  the  TP's  received,  Issued  (used;  cancelled)  re- 
turned, and  reissued, 

D       Employees  -  Employees  to  whom  TP's  have  been  issued  for  official 
travel  are  accountable  for  them  and  chargeable  with  the  amount  which  is  re- 
quired to  be  paid  by  the  United  States  by  reason  of  improper  use  of  such 
requests  resulting  from  his  fault  or  negligence .    Employees  who  are  properly 
authorized  to  perform  official  travel  by  common  carrier  facilities  will  re- 
quest TP's  from  the  appropriate  accountable  officer.    For  other  responsi- 
bllities  see  PMA  Manual  Instruction  211.1,  "Authorities  Governing  Official 
Travel." 

Ill  ACCOUNTABILITY  PECOPDS  AND  PROCEDUPES 

A       Branch  and  Staff  Office  Accountable  Officers 

1  Establishing  Control  Records 

a       Iixmediately  upon  receipt  of  a  supply  of  TP  books,  the 
accountable  officers  shall  record  on  an  inventory  control  the 
inclusive  book  numbers  and  TP  numbers. 

"b       In  addition,  a  separate  accountability  record,  Standard 
Form  Noo  1120,  shall  be  maintained  for  each  book,  but  SF-1120 
Form  PMA  (unnumbered),  "TP  Record  Card"  may  be  used  for  this 
purpose  until  the  present  supply  of  this  form  is  exhausted.  The 
book  number  and  inclusive  nximbers  of  TP's  in  the  book  will  be 
indicated  on  the  Gard  and  the  card  will  be  placed  in  numwrical 
sequence  in  a  file  of  unissued  TP's. 

2  Issuing  TP's 

a       Books  -  Employees  whose  duties  require  frequent  travel 
may  be  issued  books  of  5,  10,  or  25  TP's  provided  their  travel  le 
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